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DATA PROCESSING 


Accountants Need EDP—The increasing use 
of computers in most financial information 
pr ‘ —_— pl s to d da 
basic computer knowledge from accountants 
(Memo, Aug., p. 14). 

Auto Parts Economy—General Automotive 
Parts Corp. Jobber Order Entry and Inquiry 
computer system houses 100,000 items in a 
space suited for only 15,000 (S in A, Sept., 
p. 88). 

Bank Turnaround—Home Savings and Loan, 
Los Angeles, installed a DatagraphiX Model 
132A display terminal to reduce the time and 
trouble associated with preparing manage- 
ment reports (S in A, July, p. 84). 

Bell Computer Program—To more effectively 
schedule the work activities of service rep- 
resentatives, Bell System’s business offices are 
using a Bell Labs’ computer program, called 
BOSKED (S in A, Nov., p. 80). 

Bubble Memories—Floppy disks systems’ 

sales are expected to soar as a result of mag- 
netic bubble memory technology (Memo, Aug., 
p. 13). 
Clothing Store Computer—Modernization 
came to Bailey’s Clothiers, Hobbs, N.M., in 
the form of a Sharp Electronics Corp. PC- 
2600 minicomputer system (S in A, April, p. 
103). 

COM—Computer Output Microfilm was 
chosen by Sperry-New Holland to help elimi- 
nate excess paper (S in A, June, p. 89). 

Communicating With the Computer—As 
software becomes more integrated into the 
circuitry, the user will be able to communi- 
eate directly with the computer; by Alan 
Hoffberg, contributing editor (EDPerspective, 
July, p. 81). 

Computer Growth—Computer industry sales 
are expected to hit more than $2.4-billion by 
1982 (Memo, March, p. 14). 

‘Computer Meets Demand—Fast-rising de- 
mand for R.G. Barry’s expanding footwear 
lines caused them to install a computer sys- 
tem (S in A, June, p. 90). 

Computers Aid City—Rapid business growth 
has caused San Jose, Calif. to turn to com- 
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puters and data processing to help ease their 
administrative workload (S in A, March, p. 
99). 

Computers Manage Energy—Many busi- 
nesses are beginning to recognize that ex- 
penses can be cut considerably by applying 
computers to the management of energy in 
its facilities (Lead S in A, July, p. 83). 

DDP Is No Myth—It’s estimated that by 
1982, distributed data processing will account 
for $35-billion of computer shipments (Memo, 
June, p. 14). 

DP Salaries—Data processing starting sal- 
aries in 1979 are at record levels (Memo, 
May, p. 13). 

DP System More Effective—Retirement sys- 
tem managers realize increased efficiency and 
reduced costs with data processing systems 
(Lead S in A, Nov., p. 79). 

DP/WP Integration—Over the next five 
years, the word and data processing fields 
will see increasing integration (Memo, Sept., 
p. 11). 

Fire in the Computer Room: What You Can 
Do to Cut the Risk—Specific guides on ways 
to make your EDP center safe; by John M. 
Rhodes and Marion Snow (March, p. 28). 

Greater Security For the Data Processing 
Facility—There is more to protecting DP than 
merely locating it away from office activity, 
for accidents and vandalism can still wreak 
havoc; by Gene Sheiniuk, vice-president, Gott- 
fried Consultants Inc. (Sept., p. 54). 

Hand Held Personal Computers—Contain 
compressed data bank with interchangeable 
memory (Aug., p. 65). 

Improved Control—After installing its own 
small business computer system, Micronics 
International, Anaheim, Calif., improved con- 
trol of its operation (S in A, Jvne, p. 90). 

In-House COM—Group Hospitalization Inc., 
Washington, D.C, has installed a dry-process 
computer output microfilmer in its data pro- 
cessing center (S in A, Oct., p. 94). 

In the Future . . .—Technological advances 
in industrial and administrative environments 
mean that more people with less training 
and fewer skills, will be operating computers 
(Memo, July, p. 9). 
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Microprocessor Growth—The microprocessor 
market will exceed 100-million units annually 
within the next five years (Memo, Oct., p. 14). 

Minicomputers: A Stronger Force in the 
Office—Features that were once exclusive to 
large computers are now incorporated in mini- 
computers, making them practical for almost 
any company; by William Selsky, assistant 
editor (Tools of Administration, March, p. 50). 

New Computer Market—The under $10,000 
computer systems market is expected to jump 
to $658-million in 1979 (Memo, July, p. 10). 

The New Datapoint 9390 Series of Computer 
Disk Storage Systems—This system aims to 
increase storage capacity from 25-MB to 60- 
MB per drive; by Alan Hoffberg, contribut- 
ing editor (EDPerspective, May, p. 106). 

A New Generation—Magnetic bubbles are 
about to enter a new generation which will 
offer higher speed and greater memory ca- 
pacity (Memo, July, p. 9). 

Personal Computers—They Mean Business— 
Inexpensive ‘home systems’ are beginning to 
invade the office. Are they a threat to the 
data processing manager? by Paul Neuman, 
contributing editor (July, p. 28). 


Personal Computer Technology—Two com- - 


puter shows reveal the adaptation of Win- 
chester technology for use on small computers ; 
Alan Hoffberg, contributing editor (EDPer- 
spective, Nov., p. 82). 

Personal Privacy vs. Computers—Legisla- 
tive proposals will guard against abuses in 
the use of information derived from banking 
records and consumer credit operations (Wash- 
ington Report, July, p. 18). 

Reduce Inventory—Vydec adopts an on-line 
materials management system and faces the 
problem of expansion at a rate of 100 per- 
cent per year (S in A, April, p. 103). 

Rapid Growth—Easier and faster fax equip- 
ment has increased the sales and use of 
facsimile (Memo, June, p. 14). 

Reduce Paperwork—British Columbia Hydro 
and Power Authority, B.C. reduced paperwork, 
cut costs and streamlined operations with the 
Computer Output Microfilm system (S in A, 
June, p. 89). 3 

Successful Use of Resource Computer Sys- 
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tem—This operation has enabled a Chicago 
travel firm to effectively handle increased 
business without hiring extra employees (Lead 
S in A, Aug., p. 79). 

Time Saved—Cost Cut—By distributing 
Ampex floppy disks to their customers with 
compatible text editors, Mid-Atlantic Photo 
Composition Inc., Baltimore, has cut type- 
setting costs 50 percent (S in A, Aug., p. 80). 

Transatlantic Link—Host computers on op- 
posite sides of the Atlantic have begun the 
first transcontinental ggg communica- 
tions linkage (Memo, Sept., p. 11). 

With Computers, Administrative Attitude Is 
the Key to Success—Many executives balk 
when a new computer system is put in. Don’t ; 
by Roger I. Hallock, board chairman, Tech- 
nical Analysis Corp. (March, p. 56). 


EDITORIALS 


Looking Ahead With Foresight and Hind- 
sight—The ’80s will be a time of changes, 
but not entirely unexpected (Jan., p. 25). 

Management Wins Most Elections to Oust 
Unions—To some people, the threat of mas- 
sive unionization of office workers is just 
around the corner (Jan., p. 25). 

Nominations Are Open for the 1979 Awards 
Competition—The 1978 “Offices of the Year” 
are announced in the Feb., 1979 issue. Nom- 
inations for the 1979 award are being ac- 
cepted through Oct. 1, 1979 (Feb., p. 29). 

Administrative Criteria Get Top Priority in 
the ‘Offices of the Year’—The good office de- 
sign today supports and houses the system 
(Feb., p. 29). 

Government Enters the Information Man- 
agement Field—Will the government’s recent 
interest in data control lead to censorship? 
(March, p. 25). 

A Cross-Country Dialog On Office Produc- 
tivity—Productivity is this country’s biggest 
under-developed resource (March, p. 25). 

Who’s Working For Whom?—Because of 
pension funds, employees are the stockholders 
(April, p. 31). 

On The Way To Information Management— 
Administrative managers are becoming infor- 
mation managers as part of their broadening 
responsibilities (April, p. 31). 

Administrative Combat and Distributed Con- 
fusion—Having trouble sorting theories on 
where the office is going? (May, p. 27). 

In Office Equipment, the Balance of Trade 
Is Up—tThe balance of trade of office ma- 
chines and computers, last year leaped 22 
percent over the year before (May, p. 27). 

The Office of the Future: It’s Getting Here 
—Some firms are developing long-range plans 
for future systems (June, p. 27). 

U.S. Executives No Longer the World’s 
Highest Paid—As a result of currency fluc- 
tuations, base salary levels in many countries 
now surpass those in the U.S. (June, p. 27). 

Technology Gains on the Office of the Future 
—Laser printers and integrated information 
systems bring us closer (July, p. 21). 

An ‘Association Man’ Named By AMS To 
Top Staff Job—John E. Harmon, a Certified 
Association Executive, was appointed the new 
executive director of the Administrative Man- 
agement Society (July, p. 21). 

Cutting the Energy Offices Consume—Six 
ways to conserve power, some can be imple- 
mented immediately (Aug., p. 29). 

Major Cities Show Strong Demand For Of- 
fice Space—Dramtic increases in the demand 
for office space are being reported from cities 
that only a few years ago had a surfeit of 
prime space and a few takers (Aug., p. 29). 

Administrative Management and Economics 
—In fighting inflation, the parallels are clas- 
sic (Sept., 27). 

Share Your Ideas With Us On Energy Con- 
servation—Holding down the use and cost of 
energy is partly a matter of productivity im- 
provement, but it is also a a of man- 
agerial ingenuity (Sept., p. 27). 

Information Technology Proves Difficult for 
Congress—Government policies rest on laws 
written for a different age (Oct., p. 29). 

Safety and Security Rank High Among New 
Personnel Costs—Among new services pro- 
vided by personnel departments of businesses, 
the most frequently mentioned are safety and 
security, according to the Bureau of National 
Affairs, Washington, D.C. (Oct., p. 29). 

Your Turn to be ‘Exposed’ by Hollywood— 
Film may. fan flames of office disgruntle- 
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ment (Nov., p. 27). 

Don’t Sell Short the Benefits of Space Sav- 
ings—To loosen the space bind, one cun either 
enlarge one’s offices or pack more into the 
space one has (Nov., p. 27). 

Odds Favor the Aggressive and the Tall— 
Corporate executives _have been shown to be 
assertive, achievement ted, and somewhat 
manipulative (Dec., p. 23). 

What Would You Do With An Extra Hour 
A Day—That extra hour enables executives to 
be more effective (Dec., p. 23). 


FINANCIAL MANAGEMENT 


Ban Dues to Biased Private Clubs—The 
Labor Dept. wishes to siop companies with 
Federal contracts from paying the dues of 
employees at private clubs that discriminate 
on the basis of race, color, sex, or national 
origin (Washington Report, Oct., p. 24). 

Cash Flow Improved—aAn on-line, distributed 
processing strategy has improved the cash 
flow and customer response of Dotmar Inc., a 
manufacturing concern (S in A, Dec., p. 76). 

Checking Modernization—The conventional 
paper processing of business and government 
checks may be replaced with a more modern 
method (Memo, Sept., p. 11). 

Commerce Department Plans Uniform Laws 
—A Federal task force found that uniformity 
in product liability laws will help stabilize 
the costs of insurance (Washington 
May, p. 22). 

The Cost of Workers’ Compensation—Mone- 
tary and social inflation are causing Workers’ 
Compensation insurance costs to skyrocket; 
by John C. Richman, vice-president, Firemen’s 
Fund Insurance Companies (Management 
Opinion, Nov., p. 92). 

Cutting Your Payroll Costs Through FICA 
IIl—Savings for both company and workers; 
by Jane L. Martin, vice-president of finance, 
Management Improvement Corp., Durham, 
N.C. (Nov., p. 34). 

Education Aid Tax Free—Some employees 
will no longer have to pay income tax on 
educational assistance they receive from their 
employers (Memo, Jan., p. 14). 

Effects of Compliance—Compliance with the 
controversial wage increase guidelines could 
cause corporations to lose some of their most 
valuable employees (Memo, Nov., p. 14). 

EFT: How the Public Views It—Fear of 
invasion of privacy, loss of financial control, 
and computer error is holding back the use 
of electronic funds transfer; by Sheldon D. 
Kaplan, EFT consultant (Oct., p. 35). 

Electronic Transfer—Electronic funds trans- 
fer has been largely ignored by many cor- 
porations (Memo, Oct., p. 13). 

Energy Goals Off Target—Energy audits 
may by necessary if the U.S. is to reach its 
three-year goal of 5 percent less energy con- 
sumption by 1980 (Memo, June, p. 13). 

Higher Government Pay Scale—In many 
cities, the government pays more than local 
firms can match (Washington Report, Nov. 
p. 24). 

Hiring Special Employees Earns Tax Credit 
—Private employers who hire certain types 
of workers may get up to $4,500 in income- 
tax write-offs over the next two years (Wash- 
ington Report, Aug., p. 26). 

Increased Tax Rates—American business will 
be unwilling to pay for the projected increase 
in social security tax rates (Memo, April, p. 
14). 

Insuring Against Office Disasters—Fire, 
flood, and other calamities that imperil work 
facilities are best dealt with through proper 
insurance coverage; by Myron J. Hubler, 
CPA, and Terry L. Hartman, industrial ac- 
countant (Oct., p. 52). 

Moving Money With Today’s Technology— 
There are savings to be had in distributing 
payments electronically rather than by check 
—as much as 50 percent; by Sheldon D. Kap- 
lan, EFT consultant (Sept., p. 30). 

New Systems For Controlling Supplies—It 
should not cost a dime to order a nickel pen- 
cil; by Paul Neuman, contributing editor 
(April, p. 36). 


MANAGEMENT OVERVIEW 


Adjusting to Different Business/Social Cli- 


mate—There will be greater pressure to re- 
spond to public issues in the decade before 
us; by W. Howard Chase, Editor, Corporate 
Public Issues (Jan., p. 29). 

Communications Specialists Must Chart a 
Sure Course to the Biggest Network They Can 
Conceive—The challenge of communications 
network planning is to chart a sure course 
through the complex environment in which 
networks must exist comfortably; by Jack I. 
Epstein, vice-president, Booz, Allen & Hamil- 
ton Inc. (Management Opinion, April, p. 116). 

Conflict Inevitable—Managers need to learn 
that conflict is a normal, natural occurence 
that can actually be a creative force in the 
office if properly controlled and channeled 
(Memo, Dec., p. 12). 

Economic Illiteracy—This has been a fact 
of life for students for many years, but now 
the primary problem seems to be the con- 
scious or unconscious attitudes of the teach- 
ers; by Joseph Gawthrop, contributing editor 
(Management at Ease, March, p. 102). 

Efficiency Studies and Cost Productivity 
Analyses—Managers look to increase produc- 
tivity by taking a systems approach to the 
study of office performance; by Stanley Adler, 
president of Western Mfg. Co. (Management 
Opinion, Oct., p. 106). 

Global Trade Problem—High labor costs, 
low productivity, rates, and high inflation 
hamper us from capturing the global trade 
market; by Philip Caldwell, vice-chairman 
and president, Ford Motor Co. (Management 
Opinion, Sept., p. 100). 

Language Expression—In today’s social and 
business settings, it is common to find many 
people who can’t properly express. their 
thoughts either verbally or on paper; by 
Joseph Gawthrop, contributing editor (Man- 
agement at Ease, July, p. 86). 

A Letter To Susan—On human resources 
management, a veteran’s advice; by Will 
Lorey, manager, Human Resources Depart- 
ment (April, p. 70). 

Managing Under the Specter of Three Mile 
Island—The recent accident at a nuclear power 
plant demonstrates how well administrators 
deal with potential disaster; by Paula Lippin, 
associate editor (June, p. 28). 

Need Board Members—Qualified outside di- 
rectors for corporate boards are a scarce com- 
modity these days (Memo, March, p. 13). 

A New Role and Opportunity Is Seen For 
Today’s Super Secretary—In the hands of 
these administrative secretary/technicians lie 
the smooth-running of the office of the future; 
by Arnold Castor, president, The Hamilton 
System (Management Opinion, Dec., p. 92). 

New Trend: Nice Guys Finish First—Suc- 
cessful managers do not ‘look/out for number 
one.’ Instead, they align their subordinates’ 
needs with organizational goals, a critical 
factor in motivation; by Jim Bruno, manag- 
ing editor and Paula Lippin, associate editor 
(June, p. 30). 

Overadjusting Car Allowances—Many busi- 
nesses who overreact to increased gas costs, 
will raise allowances too high; by Rufus E. 
Runzheimer, Jr., president Runzheimer and 
Co. (Management Opinion, July, p. 96). 

Protectionism Doesn’t Work—lInstead, it 
only invites retaliation with no winners, only 
losers ; by R.H. Herzog, chairman of the board, 
3M Co. (Management Opinion, May, p. 116). 

Rapid Proliferation of Regulatory Bodies— 
Regulatory agencies are infringing on privacy 
and adding to inflation. What can adminis- 
trative managers do to stem the tide? by 
Joseph Gawthrop, contributing editor (Man- 
agement At Ease, Sept., p. 92). 

Straws in the Winds of Change—Glimpses 
of changes that affect the “Office of the Fu- 
ture” (Jan., p. 40). 

Telephone Companies Face the Awesome 
Task of Matching the Speed of the Com- 
puter—The phone companies must improve 
their networks’ capabilities to meet the chal- 
lenges of fast moving computer technology ; 
by G.J. Lorenz, president, United Computing 
Systems Inc. (Management Opinion, March, 
p. 112). 

What Managers Are Doing About Wage- 
Price Guidelines—Most administrators back 
the anti-inflation plan—but are skeptical; by 
Ned Kellogg, managing editor (Feb., p. 36). 

Working At Home—Changing life and work- 
styles will cause a trend towards working in 
the home; by Robert L. Thaler, senior vice- 
president, Security Pacific National Bank 
(Management Opinion, Aug., p. 92). 


ADMINISTRATIVE MANAGEMENT 
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OFFICE ENVIRONMENT 


An Asset for the Control of Assets; “Office 
of the Year”’—The environment works ior 
Comprehensive Accounting; by Walter A. 
Kleinschrod, editor (May, p. 48). 

Auditing the Power Your Office Consumes— 
Increasing energy costs coupled with decreas- 
ing availability are forcing managers to make 
existing systems operate more efficiently; by 
James E. Piper, ass’t. director of Physical 
Plants, University of Maryland (July, p. 22). 

Carpeting: Softer on the Feet, Easier on 
the Ears—It is running all over the office, 
from the lobby to the cafeteria; by Jeffrey S. 
Prince, assistant editor (May, p. 34). 

Evaluating Potential Office Space—Renting 
or leasing a work area involves a careful 
analysis of your aims and the type of build- 
ing that will meet them; by Sydney Klein, 
consultant (Aug., p. 58). 

The First A/M ‘Office of the Year Award’— 
Grange Mutual headquarters gains award 
honor; other winners listed; by Walter A. 
Kleinschrod, editor (Feb., p. 30). 

Furniture For the Flexible Office—Many 
walls are being replaced by workstations, par- 
titions? and screens, resulting in better use of 
space and lower alteration expenses; by Jef- 
frey S. Prince, assistant editor (Tools of Ad- 
ministration, Oct., p. 36). 

Getting the Holdouts to Accept the Open 
Plan—Resistance is minimized with proper 
planning; by Jeffrey S. Prince, assistant edi- 
tor (Nov., p. 32). 

How To Sit in a System—Uncomfortable 
employees produce less; by Carl Rogers, man- 
aging editor (Dec., p. 32). 

The Key—Research is the key to successful 
implementation of new office technologies 
(Memo, Dec., p. 12). 

Management Controls—The office of the fu- 
ture may be technology-based; but it must be 
management driven (Memo, July, p. 9). 

More Lighting Is Not Necessarily Better— 
The energy shortage has taught designers the 
lesson that a watt saved can be a penny 
earned; Jeffrey S. Prince, assistant editor 
(June, p. 32). 

New Code Proposed—A revised National 
Electrical Code would provide a specific cate- 
gory for “open plan” furniture systems 
(Memo, April, p. 13). 

New Data Bases for Management—Com- 
puterized information storage sources are 
major business aids; by Barbara Trenchard, 
associate editor (Feb. ’79). 

New Look in Offices—An architect’s view 
of your future working environment; by 
Richard B. Dempsey, architect, New York, 
N.Y. (Jan., p. 31). 

Offices Go Solar—As fuel supplies diminish 
and costs become exhorbitant, businessmen 
search for viable alternatives to meet the 
energy crisis; by Paula Lippin, associate 
editor (Sept., p. 33). 

An Office Where Eye Contact Comes Easy— 
Easy to look at, and productive too; an “Of- 
fice of the Year’; by Jeffrey S. Prince, 
assistant editor (April, p. 38). 

People and How They Work Guided Their 
Design—The Navigators’ office incorporates 
every modern ‘state of the art’ concept though 
it’s planned around the employees who work 
in it; by Jeffrey S. Prince, assistant editor 
(Aug., p. 36). 

Pragmatically Eclectic, They Used What 
Was Best for the Purpose—Merit Award re- 
cipient, Texaco, chose wisely from many 
parts; by Walter A. Kleinschrod, editor 
(March, p. 34). 

They Made an Office Out of A Warehouse 
—By looking for expansion in their own 
backyard, Mervyn’s made use of existing space 
through economical and efficient design; by 
Denise R. Guillet (July, p. 56). 

They Moved More Than Just Their Offices— 
The Lynn Insurance Group initiated func- 
tional planning and maintained employee 
goodwill even while relocating to a new fa- 
cility ; by Denise R. Guillet (June, p. 64). 

They Went All Out for Systems, But Held 
the Frills—Office Award of Merit recipient, 
Pizza Hut Inc., stresses the functional; by 
Walter A. Kleinschrod, editor (March, p. 31). 

Tomorrow’s Office—The issues in the ‘office 
of the future’ are not technological, but or- 
ganizational, behavioral, and managerial 
(Memo, Nov., p. 13). 

What Color Can Do For An Office—Inter- 
esting office looks are gained by effective use 
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of color; by Denise R. Guillet (Sept., p. 60). 


OFFICE EQUIPMENT 


Balance of Trade—A record $4-billion in 
1979 is predicted as the positive U.S. balance 
of trade for computers, copiers, calculators, 
and other types of business equipment (Memo, 
Nov., p. 13). 

Business Forms Boom—Shipments of con- 
tinuous business forms will grow from $1.5- 
billion in 1977 to over $6-billion in 1990 due 
to their use in computer output (Memo, May, 
p. 14). 

Composing System Creates High-Quality 
Forms—Interactive markup/makeup system 
(Dec., p. 69). 

Dictation Systems—Management Says They’re 
Working—Companies are turning to them to 
give managers more time for business func- 
tions at lower long-range costs; by Denise R. 
Guillet (Aug., p. 51). 

DDP: Bringing the Power Up Front—Here’s 
how four organizations have utilized distrib- 
uted data processing to meet their informa- 
tion handling needs; by Paula Lippin, asso- 
ciate editor (Tools of Administration, Nov., 
p. 36). 

Fiber Optics Printer Turns Out 18 Pages 
Per Minute—New unit produces documents 
50 times faster than typewriters (Feb., p. 71). 

How Calculators Can Put Your Accounts in 
Order—A minor-league minicomputer can give 
you control over company costs; by Louis 
Hohenstein, president, C.L. Hohenstein & As- 
sociates (March, p. 58). 

In-Plant Printing Process—A look at the 
entire printing/production cycle from type- 
setting through finishing; by Barbara Tren- 
chard, associate editor (Tools of Administra- 
tion, Jan., p. 54). 

Insurance Company Wins Space Race—Wood- 
men of the World goes from paper-based files 
to microfilm (May, p. 38). 

Intelligent Copiers—Intelligent copiers and 
image printers combined with traditional net- 
works will start to change the thinking and 
planning of office managers of the large and 
small offices (Memo, Oct., p. 14). 

Management’s Machinery For ‘Show and 
Tell’—From slides on a single image projector 
to multimedia presentations, companies are 
using audiovisual equipment with beneficial 
results; by Jeffrey S. Prince, assistant editor 
(Tools of Administration, Aug., p. 42). 

Microfilm and COM: The Mix of Dynamic 
Information—Electronic media may someday 
eclipse photographic film. But for today, film 
has the best cost of resolution ratio and lowest 
systems entry price; by Bea Scala (Tools of 
Administration, May, p. 36). 

New Systems Printer Creates Office Forms 
Automatically—Printing unit makes it pos- 
sible to create forms at high speeds (March, 
p. 83). 

OCR System Accommodates Variety of EDP 
Applications—It can read alphanumeric OCR-A 
or OCR-B and handprint (May, p. 83). 

Those CRTs Forms Pictures, Too—While 
these terminals are popular for text and data 
displays, their matrices can be used for 
charts, models, and other forms of graphics; 
by Jeffrey S. Prince, assistant editor (Tools 
of Administration, Sept., p. 36). 

Today’s Role for the Big Computers—Not 
only are the big mainframes still needed but 
competition and advancing technology also 
mean prices are going down; by William 
Selsky, assistant editor (Tools of Adminis- 
tration, Feb., p. 44). 

Triangular Trade-offs in Copier Decisions— 
How to evaluate the new products and devel- 
opments in the fast-moving copier field—and 
make sound strategy decisions; by Richard E. 
Hanson, Richard E. Hanson & Associates 
(Tools of Administration, Dec., p. 42). 

Two New Copiers by Canon Offer Innova- 
tive Features—Two desktop models have been 
added to Canon’s line of plain paper copiers 
(March, p. 83). 

What the Expert Say About Future Office 
Lighting—Likely trends in office lighting 
through the year 2000; by Jeffrey Prince, 
assistant editor (Dec., p. 28). 


OFFICE SECURITY 


Computer Crime Soars—While the average 
armed robbery involves about $10,000, the 


average corporate computer crime involves 
about $500,000 (Memo, Nov., p. 13). 
Fallacies In Office Burglary Protection—Be- 
ware, the burglar might Weer a three-piece 
a Son gg Feld, (April, p. 35). 
Bi its on eile a 


The FBI has set up an intensive am to 
train agents in ways to combat computer in- 
cursiors. (Washington Report, March, p. 22). 

Office Security—Are You Managing It Cor- 
rectly ?—Expensive hardware does not guaran- 
tee security; by Belden Menkus, contributing 
editor (April, p. 32). 

Security For Automated Systems—Federal 
agencies should tighten their safeguards over 
personal and other sensitive data (Washing- 
ton Report, Aug., p. 26). 

Watchclocks—By using patrolling guards on 
watchclock routes, the Allen-Bradley Co., Mil- 
waukee, is holding down petty theft from 
work areas, on-the-job laxity, and auto thefts 
(S in A, May, p. 104). 

White Collar Crime is Top Priority—The 
U.S. Attorney General has put white collar 
crime at the top of the Justice Department’s 
priority list (Washington Report, Oct., p. 24). 

Office Security—Bimonthly column concern- 
ing the security aspects of company office 
operations, by Belden Menkus, contributing 
editor. 

The effectiveness of your security director— 
This may depend on the managerial level of 
the person the employee reports to—often it’s 
a case of the higher, the better (Feb., p. 90). 

Improving Surveillance Techniques in Office 
Landscapes—Insufficient consideration has been 
given to the problem of office landscapes in 
terms of building security (April, p. 106). 

Security Precautions in the Event of a 
Strike—In order to avoid tension and violence 
when a strike threatens, problems should be 
faced in advance by management and security 
(June, p. 94). 

Use Of Guards—The hiring of guards is one 
answer to protecting employees from street 
thieves when working late and on the week- 
ends (Aug., p. 82). 

Intrusion Detection Systems—These are de- 
terrents of unauthorized access. Careful em- 
ployee monitoring of installations can ensure 
this (Oct., p. 96). 

Safety for High-Rise O ts—Insist 
upon periodic fire drills, marked escape routes, 
and two-way communications in the halls, 
abets safety in high-rise buildings (Dec., p. 
80). 


PERSONNEL 


Absence and Turnover—Less job absentee- 
ism occurred during the first half of 1979 
than during the first half of 1978 (Memo, 
Nov., p. 13). 

Assistance Programs—Retirement counsel- 
ing and assistance is gaining importance in 
U.S. companies (Memo, April, p. 14). 

Boost In Benefits—Social Security benetfis 
could rise by 9.5 percent or more in June 
(Memo, Feb., p. 13). 

Bringing the Message Home With You— 
Conference attendees often leave highly moti- 
vated with many new ideas, only to find 
resistanee when they try to implement them 
on the job; by Paula Lippin, associate editor 
(Oct., p. 30). 

A Changing Breed—Although the thrust of 
an MBA education is to prepare students to 
be better managers, they are the least effec- 
tive in the management of people and oper- 
ations (Memo, Nov., p. 13). 

CEO Prerequisite—Multicompany experience 
is the background found in 500 presidents or 
CEO’s in companies of up to $4-billion (Memo, 
Aug., p. 13). 

Companies Play Santa—Food items will be 
distributed for Christmas, according to 200 
administrative managers (Memo, Dec., p. 11). 

Company Policies For the Upcoming Holi- 
days—As the Christmas season approaches, 
managers are making plans for time off, 
bonuses, and parties; by Denise R. Guillet 
(Sept., p. 47). 

Computer Salaries—Managers of large com- 
puters make only $1,480 more than managers 
of small computers (Memo, April, p. 13). 

The Delicate Art of Checking References— 
Is this form of preemployment investigation 
being rendered useless by firms that only sup- 
ply name, rank, and serial number informa- 
tion?; by Paula Lippin, associate editor (Aug., 
p. 30). 3 
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Developing People Who Can Replace You— 
To build managers, you have to stress em- 
ployees’ positives; by B.T. Haffey, division 
manager of contracts, TRW Inc. (March, p. 
26). 

Yee Doctrine of Mistaken Kindness—The 
decision to discharge a borderline employee 
and hire a replacement or put up with in- 
adequacies is the dilemma a manager faces ; 
by Edgar M. Buttenheim, executive vice-presi- 
dent and general administrative officer, In- 
termed Communications Inc., Horsham, Pa. 
(Nov., p. 28). 

Dollar Incentives—Companies where incen- 
tive payments are a regular part of executive 
compensation pack use b most fre- 
quently to spur the efforts of top management 
personnel (Memo, April, p. 14). 

Employee Relations—Regularly conducted 
employee attitude surveys may be a solution 
for companies who find themselves plagued 
with labor strife (Memo, Aug., p. 14). 

Employee Transfer—Moving employees from 
low-cost to high-cost cities is a major concern 
to 90 percent of corporations that transfer 
employees (Memo, Sept., p. 11). 

Employee Transfers—The cost of transfer- 
ring an employee from one city to another 
went up 41 percent between 1974 and 1978 
(Memo, March, p. 14). 

Ex-employees Overpaid?—Employers spend 
nearly 40 percent more than necessary on 
state unemployment insurance (Memo, Feb., 
p. 13). 

Fire Women Executives—Women executives 
are being fired in greater numbers than the 
proportion of executive jobs they hold (Memo, 
March, p. 14). 

Firing an Employee—Management steps to 
discharging an employee (Memo, Sept., p. 12). 

A Guide For Administrative Support Task 
Analysis—Based on criteria used in the State 
of Alaska government, this checklist feature 
starts with basic job descriptions for A/S 
specialists and goes on to explain how you 
can uniformly evaluate all A/S employees 
(Aug., p. 38). 

Hiring Up—Medium-sized companies are 
adding financial executives at a 6 percent 
hirher rate than last vear (Memo, Dec., p. 11). 

How Investments In Administrative Sup- 
port Can Pay Off—A management counselor 
- gives advice on setting up a workable pro- 
gram and using the knowledge of outside 
specialists; by Joanne Ross Doades, consult- 
ant (June, p. 60). 

Losing Ground—Growth of white collar 
unions declined for the second year in a 
row (Memo, Dec., p.12) 

Management Job Hunting—An estimated 29 
percent of managers in the $14,000-$75,000 
salary level have resumes circulating (Memo, 
Oct., p. 13). 

Management Problems—The growing tend- 
ency of young workers is to believe that they 
are entitled to a meaningful job and all its 
benefits (Memo, Dec., p. 12). 

Mean Business In Your Writing—How to 
write concise and to the point; by A.E. Young 
(April, p. 62). 

Mentor Program—The Aerospace Corp., El 
Segundo, Calif., has developed a ‘“‘mentor pro- 
gram” to help new employees and trans- 
ferees adjust to their working environments 
(Memo, Sept., p. 12). 

Minority Hiring Up—Minority employment 
no longer means just day labor, factory work 
and a very few limited professional positions 
(Memo, Sept., p. 12). 

More Women Join Boards—One-half of the 
persons who have served as corporate board 
members for five years or less are women 
and one-quarter are black (Memo, Jan., p. 13). 

New Laws/New Jobs—The volume of work 
has increased due to government regulations 
(Memo, Dec., p. 11). 

A New View Towards Part-Timers—Moon- 
lighters and working mothers wanting to aug- 
ment their income, are proving to be a reliable 
work force that can be utilized for jobs 
plagued with absenteeism — and turnover ; by 
. Foegen, Ph.D., pr of 
Winona State University (Jvly, p. 30). 

Office Workers Views—Office workers feel 
they are not working to full capacity, but 
they would if they could (Memo, Jan., p. 13). 

Office Workload—Office salaries are rising, 
office productivity is not, and something has 
to be done (Memo, Aug., p. 13). 

Parity Questionable—Only one-fourth of 
surveyed executives feel that women and 
minorities will achieve parity in positions and 
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salaries with men or whites by 1985 (Memo, 
Nov., p. 14). 

Pension Plan Disclosure Required—Indi- 
vidual participants must be given accurate, 
timely, and useful information about their 
benefits, under a Labor Department proposal 
(Washington Report, June, p. 24). 

Personnel Problem Clinic—Monthly Q/A 
column by Paul A. King, contributing editor. 
Topics include: 

. « delegating minor tasks; loss preven- 
tion; leave of absence in Connecticut; privacy 
and pay policies (Jan., pp. 88, 90). 

. . accepting a resignation from an em- 
ployee who should have been fired could hurt 
a company; English as it should be written; 
banning smoking from large offices (Feb., pp. 
94, 96). 

. . age discrimination ; alternative to firing ; 
handicapped employees (March, pp. 106, 108). 

. . handling problem drinking; decreasing 
health insurance costs; courses in effective 
letter writing (April, pp. 110, 112). 

. employee’s rights to see personnel file; 
salaries and bonuses owed to deceased em- 
employees; whose looking over fiduciary’s 
shoulders? (May, pp. 110, 112). 

. warming up a training session; “I 
want my own people”; women score high in 
white collar jobs (June, pp. 96, 98). 

ints protected under OSHA 
guidelines ; guide to women’s job rights. (July, 
pp. 90, 91). 

- pregnancy is considered a temporary 
disability in New York State ; no discipline 
for ee who lains to boss about su- 
pervisor; employee with one kidney is con- 
sidered handicapped (Aug., pp. 86, 88). 

. - + no discrimination against job appli- 
cants with history of heart disease; reveal- 
ing uniform for convention hostesses out; 
servicesmen and supplemental unemployment 
benefits (Sept., pp. 94, 96). 

. responsibility for job safety; female 
paid less than another female; goals for hir- 
ing females and minorities (Oct., pp. 100, 
on 

. discharge for excessive garnishments 
is ” not discriminatory; employer must give 
female employees leave for child care; alco- 
holism considered a disease; pension benefits 
for employees fired due to kickbacks; no fir- 
ing because of union organizing; employer 
cannot dock employee when he serves on jury 
duty (Nov., pp 86, 88). 

- + companies cannot discharge an em- 
ployee because of sickle cell anemia; Federal 
Consumer Credit Protection Act limits salary 
garnishment; employee fired for insubordina- 
tion; privately printer W-2, W-2P, W-3 forms 
(Dec., pp. 82, 84). 

Personnel: The New Demands on Manage- 
ment—A major problem is the potentially 
growing retirement community (Jan., p. 36). 

Productivity Study—Office-based managers, 
professionals, and clerical employees receive 
$600-billion annually in salaries and fringe 
benefits (Memo, June, p. 14). 

Privacy: An Issue For the Eighties—A re- 
cent nationwide survey flags a growing con- 
cern over how business and government in- 
tend to use the information they gather; by 
Jim N. Brvno, managing editor (Aug., p. 33). 

Quit or Stay?—Before you decide to leave 
your present job, an employment specialist 
offers a check list to review to see if it is 
truly worthwhile (Memo, March, p. 13). 

Quit When You’re 62?—The growing trend 
toward early retirement is expected to con- 
tinue despite the ban on mandatory retire- 
ment before age 70 (Memo, Feb., p. 13). 

Retirement Benefit Suspension Clarified—A 
new Labor Department regulation clarifies 
when an employee benefit plan administrator 
may suspend payment to retired employees 
who return to work (Washington Report, 
April, p. 26). 

Retirement Changes—Mandatory retirement 
at age 65, is now a thing of the past (Memo, 
Oct., p. 18). 

Search for Weaknesses with Psychological 
Tests—Personality screening is on the re- 
bound, even in light of EEO; by Jim Bruno, 
managing editor and Arthur Witkin, chief 
psychologist, Personnel Sciences Center of 
New York (May, p. 28). 

Secretaries Surveyed—The majority of sec- 
retaries, feel they are recognized by co-workers 
for the work they perform (Memo, Oct., p. 14). 

The Strangers In Your Midst—Managing out- 
side specialists working on-site for you; by 
Paula Lippin, associate editor (Dec., p. 26). 


Trade Secrets Kept Confidential—Experts 
who are not Federal employees may be allowed 
on a company’s premises for a discovery in- 
spection if adequate precautions are taken to 
keep trade secrets confidential (Washington 
Report, Aug., p. 26). 

Unequal Pay—Although more women are 
being offered managerial and supervisory posi- 
tions in the U.S. and Canada, they are not 
being paid the same amount as their male 
counterparts (Memo, July, p. 10). 

Want Better Performance? Insist On It!— 
Demanding better results—and getting them; 
by Robert H. Schaffer, Robert Schaffer & 
Associates (Dec., p. 24). 

Women In The Labor Force—Last year, for 
the first time, half of the women in the 
United States were working, compared with 
only 88 percent in 1960 (Washington Report, 
Oct., p. 24). 


RECORDS MANAGEMENT 


Good Program Essential—No machine can 
solve all the problems of record storage and 
retrieval at the local level without a good 
program; by Randy Greenfield, Booz, Allen & 
Hamilton (Records Management, Dec., p. 73). 

Guides on Buying New Filing Equipment— 
Make sure new units you buy fit in with your 
present system; by Anne Mutchler, CRM Lever 
Brothers Co. (Records Management, Feb., p. 
92). 

Magnetic Media Filing Systems—Housing 
facilities for these records are proliferating 
(July, p. 42). 

Microfiche As An Alternative—Manufacturer 
avoids paper problem by converting its sup- 
port data to microfiche, saving both money 
and space and allowing on-site use (Lead 
S in A, Sept., p. 87). 

Micrographic and Computer Technology— 
These two means of records retention should 
be working hand-in-hand to provide informa- 
tion to the user at the lowest possible cost; 
by Janet C. Whitehead, Laramie, Wyo. County 
Clerk (Records Management, Aug., p. 77). 

New Filing Equipment Should Be Compatible 
With Current Systems—Equipment should be 
an extension of the filing system and enhance 
the filing job by making the work easier; by 
Anne Mutchler, CRM Lever Bros. Co. (Rec- 
ords Management, Feb., p. 92). 

A New Option for Records Destruction— 
Shredding and incineration are no longer the 
only answers (Nov., p. 55). 

Privacy Protection Programs—Many are 
being implemented by companies to provide 
guidelines concerning the way individuals’ 
records are treated; by Angela B. Croel, rec- 
ords department manager, World Book-Child- 
craft Int’l] Inc. (Records Management, June, 
p. 92). 

A Records Control Crash Program at the 
White House—A crisis prompts the implemen- 
tation of a system in 19 days; by Willis D. 
Weatherly and Madeline M. Pinelli (Dec., 
p. 30). 

Records Destruction—We used to burn, bury, 
or pay to dispose of paper records. Today, it 
pays to destroy, so pay attention to your 
refuse; Anne Mutchler, CRM Lever Bros. Co. 
(Records Management, April, p. 101). 

Self-Stacking System—The Pacific Stock Ex- 
change in Los Angeles ordered Stax Data-Pak 
#615 self-stacking fibreboard binders to store 
their printout reports (S in A, May, p. 104). 

Unit Record Filing Systems: Colorful and 
Efficient—The musty file room is a thing of 
the past with modern cabinetry designed to 
enhance any contemporary office; by Jeffrey 
S. Prince, assistant editor (Tools of Admin- 
istration, July, p. 41). 

When an Emergency Strikes...—Only with 
proper recordkeeping can a community be 
assured of reimbursement for claims that 
result from the occurrence of a natural dis- 
aster; by Janet C. Whitehead, Laramie, Wyo., 
County Clerk, (Records Management, Oct., p. 
91). 


SYSTEMS IMPROVEMENT 


Communicate—Developing and improving 
meaningful communication between the data 
center and the outside world remains the num- 
ber one priority of the data center manager 
(Memo, May, p. 13). 

Dictation System—Northrup King & Co., 


ADMINISTRATIVE MANAGEMENT 


| 

i 

j 

: 
; ; ! 1 

a | 
i 

a Ss . OF Sener ce . . _— 

: : ; : s 
- — i= a es ae eas A ie co 2 


Minneapolis, installed 50 Dictaphone desktop 
units and has 30 percent more correspondence 
a day being produced in its word processing 
center (S in A, Oct., p. 94). 

Electronic Mail: It Gets There Fast—Com- 
munication via electrical impulse has been 
with us since Samuel Morse invented the tele- 
graph, but it’s only recently become a busi- 
ness buzzword; by Jim N. Bruno, managing 
editor (Sept., p. 28). 

Electronic Mail Network—Wang Labora- 
tories Inc., Lowell, Mass., announces an elec- 
tronic mail network, called Mailway (Memo, 
Sept., p. 11). 

Electronic Mail Service—For faster com- 
munication with its more than 200 worldwide 
branches and customers, E.F. Hutton turned 
to an electronic mail service called RediList, 
developed by Western Union (S in A, April, 
p. 104). 

ESI Saves Energy—Lighting quality has 
improved and energy consumption lowered 
since Interplastic’s Inc. installed Armstrong 
Cork Co.’s Luminaire C-60/60 (S in A, Nov., 
p. 80). 

Forms Design: It’s Really a System—Anal- 
ysis is the key to creating this business tool ; 
by Denise R. Guillet (Nov., p. 48). 

How Your Job Will Change in the Next 
Ten Years—The challenge ahead: Managing 
technology, information—and people; by John 
J. Connell, executive director, Office Tech- 
nology Research Group, Pasadena, Calif. (Jan., 


p. 26). 

Mail Processing System—E-Systems Inc. is 
gearing up to meet new market demand 
created when the USPS doubled the presort 
discount from one to two cents (S in A, 
June, p. 89). 

Microfilm Saves Space—A change of mort- 
gage loan files to microfilm jackets has saved 
the Standard Federal Savings and Loan Asso- 
ciation, more than 17,000 square feet of of- 
fice space (S in A, May, p. 108). 

The New Mail Conveyor Systems—One way 
to increase office productivity is to automate 
internal mail (March, p. 67). 

PBX: Independents Grow—The independent 
telephone equipment industry reached the 
$620-million mark during 1978 (Memo, Feb., 
p. 18). 

Poor Light-Poor Work—The alarming de- 
cline in the productivity of American workers 
may in part be due to poorly planned energy 
conservation measures that have reduced the 
quality of workers’ lighting (Memo, Feb., p. 
14). 

Report Flow Improved—Print quality, peak- 
load power, and less post-printing operations 
are the main reasons why General Mills in- 
stalled the Honeywell Page Printing System 
(S in A, Sept., p. 88). 

Script For a Moving Picture—By carefully 
planning and scheduling each step of a re- 
location, a company can save money and time 
as well as avoid aggravation; by Bert Peter- 
son, executive vice-president, Coventry Mov- 
ing and Storage Inc. (July, p. 32). 

Share the Power, Pare the Cost—Systems 
architecture for mainframes and their periph- 
erals; by Paula Lippin, associate editor (May, 
p. 58). 

Systems Architecture: The Basics—Simple 
networking allows quick transmission of in- 
formation; by Mark Kelly, business manager, 
Houghton Mifflin and Dr. Leslie D. Ball, 
assistant professor, Babson College (Nov., p. 
30). 

They Won’t Hear If You Don’t Listen—To 
communicate, you have to pay attention to 
what’s being said; by Jack Hulbert, North 
Carolina State University (Feb., p. 57). 

Treasury Automation—Irving Trust Co., 
New York, has automated their entire treas- 
ury function with a new system called 
OPTIMAX$ (S in A, Nov., p. 80). 

Van Pooling: A Better Way To Commute— 
Gasoline shortages and rising costs cause 
businesses to look for alternative programs to 
ease commuting problems; by Kurt G. Leuser 
(July, p. 24). 


TELECOMMUNICATIONS 


Alternatives to a New EPABX—Choices are 
available that are less expensive and work in 
pe ne with existing PBX and Centrex 
systems( T tions, May, p. 108). 

Automatic Accounting for Long-Distance 
Calls—New equipment allows long-distance 
calls to be traced to the point of origin with 
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major reductions in costs, and provides better 
management of phone traffic; by Frank K. 
Griesinger, contributing editor (Telecommuni- 
cations, July, p. 88). 

The Coming Explosion in Telecommunica- 
tions—AT&T’s advanced communications sys- 
tem—a true “breakthrough”; by Belden Men- 
kus, contributing editor (Jan., p. 38). 

Costs Cut—Better control of communications 
costs and improved links to customers was 
achieved by C.H. Masland, Carlisle, Pa., by 
installing a Digital Telephone Systems Inc., 
Novato, Calif. tel ti system (S in 
A, April, p. 104). 

Earnings Increase—The first six months of 
1979 saw an- increase in operating revenues 
and earnings for independent telephone com- 
panies with only a minimal rate increase 
(Memo, Nov., p. 13). 

How to Analyze Bids for Your New Phone 
Service—Ways to check out vendor quotes 
on CBX switching systems; by Frank K. 
Griesinger, contributing editor (Feb., p. 38). 

Information Safeguard—The International 
Electronic Facsimile Users Association was 
formed to advance and safeguard firms en- 
gaged in communication of information via 
electronic facsimile equipment (Memo, May, 
p. 14). 

Long Distance Dil Ashland Chemical, 
Columbus, Ohio, chooses Datapoint Corp.’s 
INFOSWITCH/LDCS (long distance control 
system) to elleviate peak hour calling prob- 
lems (S in A, April, p. 103). 

Only One Teletypewriter Needed—You now 
need only one teletypewriter, instead of two, 
in order to access Telex, TWX, or voice-grade 
lines; by Frank K. Griesinger, contributing 
editor (Tel tions, Sept., p. 90). 

Picture Phone Meeting Service—In places 
where this equipment is available, it can 
eliminate conference travel expenses, while 
maintaining critical face-to-face meeting in- 
teraction; by Jerry Striplin, contributing edi- 
tor (Tel ications, March, p. 104). 

Relief In Sight—City Call, from ITT Cor- 
porate Communication Services Inc. offers re- 
lief to smail businesses with a high rate of 
long-distance phone calls (Memo, Aug., p. 13). 

Satellite C A Vehicle for In- 
formation-—-Extraterrestrial equipment for 
down-to-earth business; by Elizabeth M. Fer- 
rarini (May, p. 32). 

Standardization of Tel icati 

Standardizing this equipment is helping great- 
ly to reduce costs and make purchasing de- 
cisions easier for those concerned with systems 
buying; by Alan Hoffberg, contributing editor 
Martane anny March, p. 92). 
. Regulation, Legislation 
an You—To ensure a competitive telecom- 
munications environment, get involved; by 
Robert E. Bennis, contributing editor (Tele- 
communications, Nov., p. 84). 

Tradeoffs in Planning Communications Net- 
works—Managers seeking cost-efficient ways 
of handling long-distance phone calls now have 
alternatives to AT&T’s WATS lines; by 


Frank K. Griesinger, contributing editor 
(Oct., p. 32). 
What’s Right For You In Interconnect— 


Three sides of the “information” coin on 
choosing your system; by Paula Lippin, 
associate editor (Tools of Administration, 
April, p. 40). 


WORD PROCESSING 


Benefits From Word P si Ad d 
word processing equipment enables a Texas 
gas firm to prepare camera-ready copy in- 
house and avoid cutting and pasting (Lead 
S in A, Oct., p. 93). 

Daytime TV—The use of 23 TV screens 
has eased the process of filling customer orders 
at Ring Power Corp., Fla. (S in A, Aug., 
p. 80). 

Equal Time for Related Equipment—When 
implementing a WP operation, give equal care 
to choosing the dictation devices and text 
editing equipment; by Charles Cumpston, con- 
tributing editor (Word Processing, April, p. 
108). 

Implementing Word Processing With a View 
Toward Success—The transition from a tradi- 
tional office environment can be a positive ex- 
perience if certain ‘details’ or ‘niceties’ are 
followed; by Hal Hirsch (June, p. 53). 

Information Processing System Has Three 
Levels—New WP and DP capabilities suit 
individual needs (Oct., p. 79). 


IWP Syntopican—Annual Syntopican meet- 
ing in Chicago witnessed range of equipment 
capable of handling varied office tasks and 
being interfaced to others; by Charles Cump- 
ston, contributing editor (Word Processing, 
Aug., p. 84). 

Micom Word System Includes 
Three Units—Contains compatible software 
package with operating console (Nov., p. 65). 

OCR Equipment Can Speed The Flow Of 
Office Information—Problems can also arise 
when faster word processing causes jam-ups 
at the printer; by Charlts Cumpston, con- 
tributing editor (Word Processing, Feb. p. 82). 

Supply and Demand—The word processing 
office automation market will be supply limited 
for at least ten years (Memo, June, p. 13). 

Telephone Challenged—Communicating word 
processors are leading a resurgence in paper- 
based communications (Memo, Nov., p. 14). 

For Text Editors The Bottom Line Looks 
Good—Microprocessor technology offers word 
processing users more intelligence and fea- 
tures than were previously available at costs 
that are no longer prohibitive; by Paula 
Lippin, associate editor (Tools of Adminis- 
tration, June, P- 45). 

Word Pr rios for the Future 
—Office Automation—Much more to come; by 
Elizabeth M. Ferrarini (Jan., p. 34). 

Word Processing Center—Ciba-Geigy Corp., 
Ardsley, N.Y. has almost tripled its output in 
less than three years due to the installation 
of a coordinated word processing center (S in 
A, March, p. 100). 

WP Decentralization: Has It Gone Too Far? 
—Economy and job satisfaction should be the 
goal of automated offices ; by Edward R. Smith, 
president, Smith, Olewine Consultants Inc. 
(Feb., p. 49). 

Word Processing Decision—Base WP equip- 
ment and decisions on your organization’s 
needs, not the technology you want; by Rich- 
ard O. Baily, president, Lexitron Corp. (Man- 
agement Opinion, June, p. 102). 

WP Integration—Word processing systems 
are increasingly more integrated into the total 
information flow of the office environment; 
by Charles Cumpston, contributing editor 
(Word Processing, Dec., p. 78). 

A Word Processing Shopper’s Survival Kit 
—Four basic steps to guide your line managers 
through the maze of equipment so a proper 
hardware decision can be made to fit your 
organizational needs; by Sharon Tiffany, word 
processing manager (Oct., p. 67). 

Word Processing Training Programs—The 
effectiveness of a WP operation will largely 
depend upon the training program that is of- 
fered to the operator; by Charles Cumpston, 
contributing editor (Word Processing, Oct., 
p. 98). 


MISCELLANEOUS 


Business Increases Political Activity—A 
growing number of firms are getting into 
political involvement in an effort to get busi- 
ness’ message across to government (Wash- 
ington Report, Nov., p. 24). 

FTC Proposes Standards Rule—The FTC is 
proposing a rule that would enable small busi- 
nesses to challenge standards they feel are 
unfair, deceptive, or anticompetitive (Wash- 
ington Report, April, p. 26). 

Government Must Explain Contract Rules— 
Any small business can make the Federal gov- 
ernment explain why the business must com- 
ply with the pertinent rules related to the 
contract it is performing (Washington Re- 
port, May, p. 22). 

Government to Push Industry Deregulation 
—The White House plans to deregulate the 
trucking industry, maritime shipping, and 
railroads (Washington Report, March, p. 22). 

Observations on Technical Manuals—Ref- 
erence manuals should convey ideas in a logi- 
cal sequence and use vocabulary that’s under- 
stood by the readership; by Alan Hoffberg, 
contributing editor (EDPerspective, Sept., p. 
85). 

Postal Forecasts—The USPS has hired a 
consultant to study and forecast technological 
requirements for the Electronic Message Ser- 
vice System (Memo, Aug., p. 14). 

Top Bureaucrats Face Inspection—Begin- 
ning in May, the nation’s top bureaucrats 
must be prepared to face a financial inspec- 
tion by anyone wishing to conduct one (Wash- 
ington Report, May, p. 22). 
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